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Getting Started with the Review of Open Obligations Tool

This document addresses operation of the Review of Open Obligations Tool. For business rules on how

to complete the data entry areas, a SharePoint site with several documents has been set up at
https://nrcs.sc.egov.usda.gov/chief/2009openaobligation.

1. Logon to ROOT.

e Access the ROOT site with Internet
Explorer at:
https://csg.sc.eqgov.usda.gov/Portal/.

¢ Click Continue to go to the training
or production site.

e Enter your eAuth Login.

e The Open Obligations

e Review of Opgp Obligations Tag]
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Following login the Open Obligations page is displayed.

LT obligations on which you will make determinations

e W_____...—q;_ -< :% Use the filters at the top of the page to locate the open
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Click on the open obligation row to select and highlight it.
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Open Obligation Determinations
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The default tab is the Open Obligation Determinations tab. The
top section is a summary of your review of the open obligation

: ‘_> to be completed after completing the Checklist.

Determination review comments (either by the reviewer or the

certifier) are listed in the midsection.

ertifiers identify their role and concurrence decision.

When the page is saved, your name and the current status of

determination and checklist

the determination are updated in the Review History.

Review History also shows record of who saved edits to


https://nrcs.sc.egov.usda.gov/chief/2009openobligation
https://csg.sc.egov.usda.gov/Portal/
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2. Select open obligations for your responsibility area.
Data Entry | i Fleports !
Selection Criteria -
State/Div: —- Select Ona — i County: i
Trans Code: ™ BOC:
Program: Irutial BFY: i3
Statiss: Concurmence:
Doc #: Open Obligatian: | Al Open Obligations = [Go]

Obligation Document Selection Criteria

Select your State/Div from the drop-down list.
Select your County, if applicable.

Make other selections as appropriate.

Click Go.

3. Select an open obligation document from the list.

e Scroll to the open obligation document you plan to review. (If the list is too long, search
again with more criteria before trying to select a single document.)
¢ Click on the open obligation row. The system will highlight the selected row.

Dpen Obligation Summary =

Caurnty WVandor Drocumaent Total  Open Ohligation Acoapbance D ocurment
Narma TS Doc ¥ Nafma A i peht Armount Date BFY Shatus
LARIMER MO G58E 03002 GEORGE WALLACE 12,379.00 12,379.00 02/26/2006 2006 %
LARIMER MO GEAE0 5004 MARE JOHES 3,261.00 3,281.00 03/10/2008 2006
LARIMER MG TAEE0EQTOPY KEHMMNETH F FISHER 37,105.00 5,450.00 0s/27/2007 2007
LARIMER MG TAABOSOTOOE  JOHM R TORRES 10,000.00 10,000.00 02/15/2007 2007
LARIMER MG  TMEB0SOFO00  THOMAS E VAN VELSON 7.,536.00 3,768.00  04/15/2007 zoo7
LARIMER MG Fi | a GLENN W SHYDER 17,590.96 14,905.00 01/16/2008 <00E
LARIMER MG 7ad Pl E RABBIT CREEK RANCH LLLP £3402.93 TaE.00n 02/08/2008 Z00E
LARIMER MG 24 B0 SHR00S THOMAS R DAVIS 3,014.30 1,877.00 0L/16/ 2006 2006
LARIMER MG C] SHE0T: MISC CONTRACTOR-NMON FED 30,747 .85 1,047 .00 03/03 2008 2006
LARIMER MG J48B05080TS PHANTCOM CANTON RANCH CO 25,655.00 Z£5,655.00 02/12/ 2006 2006
LARIMER MG TAHE0SHA0YVD KEWMNETH L GOLDSBERRY 32687 16,515.00 03/D6/2008 2006
LARIMER MG TAABOSHAIPT MH AND SONS LLC 41,175.00 41,1749.00 08/28/2008 2008 &
£ ¥
50 | W A | pagalt ofi F Bl S Displaying 1 to 31 of 31 ams

Obligation Documents matching Selection Criteria

¢ Information about the selected obligation will display.
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4. Select an open obligation category from the list.
e |If possible, the system will determine the obligation category. Otherwise, you will need to
select the category from the drop-down.

¢ In the case of ProTracts obligations, additional information will appear in the Selected
Obligation Document. It will include ProTracts contract data.

Print the full detail about the obligation including
document data, determination, transactions, and

checklist.
Selected Dbligation Document
Doc Me:  T48R05Q7OPY Vendor Hame: KENNETH P FISHER Document Total Amount: $37,105.00
Division: COLORADO Counky : LARIMER Cpan Obligation Amount: $5.450.00
Frogram: Aocaptance Date: 05272007
ProTracts Obligation Data
eSignatura:lon E Wicke Contrack Exp Dats:  12/3L/2010 ProTracts Total Obhi, Amnk: $37,105.00
Stabus; Active Status Date: 05/25/2007 ProTracts Open Obli. Amt: $5,450.00
Held Deobligation: N
Open Obligations is associated with: - Select One /— .
Selected Document Description
--- Select One - ProTracts Obligation Data only
5;_: :|E'|E'It ':'HE‘ e i L G displays for ProtTracts contracts.

1. 148 Chligations {10, M)

|4. Frotracts (MG

15. Grants & Agreements (MOY

6. Easements, Mon-1AS Contracts, & Other (M)
7. Miscellaneous Ohligations (MO, GO, GA, FO)
3. Relocations (<07

9. Tempaorary Doty Travel (TO)

Obligation document categories Check the Category Help or the SharePoint site for
clarification on the Categories.

CAUTION: If you change the obligation category after
entering data and save the Open Obligations page, all of the
checklist questions previously answered will be discarded.
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5. Review the Open Obligation Determinations.

¢ Read through the Review Determinations to understand the determinations that you will need
to make after completing the Checklist. The purpose is to determine validity of open
obligations, appropriate actions to be taken, possible deobligation dollar amounts, and when
actions have or should have occurred. You will not complete the Review Determinations
until you have done the research and completed the Checklist.

Open Obligation Determination | | Transactions | | Checklist |
Open Obligation Determination

Review Determinations

1. Obligation was valid as of September 30, 2008
‘Were any goods/services/practices received or completed on or before September 30, 2008 for which payment has or will be made on or after October 1,
2008% If so, what was dollar amount that should have been recorded as an accrual?

[Jz. peabligation recornmended

Estimated deobligation amount

when should the deobligation have occurred? |— None Selected - w

[J 3. Deobligation complete MDY

[J4. obligation is valid as of review date

[[J 5. required actions cannot be completed by December 30, 2008 as noted in Review Comments dus to policy or statuatory provisions
Rewview Comments

whitescarver, Robert -« 11/21,/2008
Contract is valid. All practices on schedule, Enter Comment below

whitescarver, Robert - 11/21,/2008
Contract is valid. All practices on schadule,

Whitescarver, Robert - 11/21/2008
Contract is valid. all practices on schadula,

Employee, J.A. - 11/18/2008 _
Need more information for checklists,

Review Certification

Rale: | — Select One — ¥| Concurrencs: | — Select Ong — w

Open Obligation Determination
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6. Review the Transactions tab

| Open Obligation Debermination | Transactions | i Checklist |

Transactions

Open Obligation Line Detail Data -

Line  Acceptance Line Transackian
TC o Date Cescription BFY EFY Fund BOC Amaunt
MG 1 54272007 2007 o T6F 4116 37,875.00
MG 1 7f1vfzoo7 2007 ] 76F 4116 =980.00
MG 1 TLBS2007 2007 1 TEF 4116 210.00
PG 1 T8/ 2007 Itern 1 Irrigation Water{43000) Z007 o T6F 4116 =-8,206.00
PG 1 T/25/2007 Item 2, Irmgation Water{4300D0) 2007 ] T&F 4116 -2,780.00
PG 1 /252007 Itern 3, Irrigation System(442) Z007 ] T&F 4116 =17 #6400
PG 1 Tr252007 Item 20, 5tructure for ‘Wat{587) 2007 ] T&F 4116 =510.00
PG 1 8/14/2007 Itarn &,Fest Management{595) 2007 1] TaF 4116 =1,335.00
PG 1 B/4/2008 Itern 5, Irrigation Water M{449) 2007 ] TEF 4116 -445.00
PG 1 &/4/2008 [tarn &, Mutriant Mansgemen(590) 2007 o TEF 4116 -4id5.00
(2] 1 Bfa/2008 Itern 7 Mutrient Managemen(S90) 2007 ] T6F 4116 ~125.00
PG 1 &/4 2008 Itarm 9,Pest Management{595) 2007 ] TEF 4116 -375.00

1 Unliquidated Transaction Amount ] 5,450.00

I 4 Pagsl ofl| b M S Displaying 1 to 13 of 13 items

Transactions Tab

e Click the Transactions tab to open it.

e The transactions tab contains detail about all transactions for all lines in the document. The
display is in line number order. Following each line number you will find a row containing
the “Unliquidated Transaction Amount.”

e The transactions are displayed in a scrollable pane, if necessary.

e Any unliguidated amounts must be researched and addressed.
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7. Answer the checklist questions.

e Checklist questions are associated and unique for each category. No questions will appear
unless a category has been chosen in the Selected Obligation Document section.

WARNING! If you change the category and Save this page, you will lose any previous edits
under another cateaorv. There is no rollback capabilitv!

e Follow-up actions will only appear when a checklist response is something other than "Not
applicable” or “Yes, supports open obligation”.

tomotds gy 8 Fin s
L,
I L e et e e el

e bom s b g e e e e ST

2. Is the period of performance past (agreement has expired)?

o Mone Selected--- v

o s i s —r 3. Yes, supparts open obligation
S oy = Followup action in process for correction by December 30, 2008
e e — . Laong term action required to correct deficiency after December 30, 2008

4, |Deficiency cannot be resolved. Recaommend potential deobligation
Mot Applicable (MA)

B e meiman e I o i i th o ettt . s s b o s

D e e

: ? '_ When you open the tab, only the questions, response
------ : drop-downs, and the Show Comments buttons are

T —_— displayed. Select your response from the drop-down.

B B ot s gl g s St o5 Rkl o e pestipeett oy e iy s iy Bt B | L e

pilkrplier
A S e s After you choose your response, a selection list of Action Required items
e i et T o is displayed, if appropriate. No action is required if your response is
P P S e e “Yes, supports open obligation” or “Not Applicable.” If your response
e ——————————— === has potential actions, the question header expands. Click the radio
e < button preceding the appropriate action.
sarnes = Click Show Comments to view or append additional information. When
Checklist Tab comments are displayed, the button changes to Hide Comments.

Selected Category: 1. ProTracts
Cost-share agreements for EQIP, WHIP, CEP, & A4 including producerselected TSP iterms.

5 . . 2 -
1. Is this an active ProTracts agreement {not terminated, cancelled, or completed)? Hids Commane

iDeﬂciency cannot be resolved. Recommend potential deabligation vi

Action Required:

(If actions have been initiated that should de-obligate remaining funds, wait and appropriate length of time then recheck FFIS to
ensure fund de-obligation.

(CIf an imbalance between FFIS and ProTracts contact State Office to de-obligate rernaining funds.

Comment: John Doe: 11/20/2008 12:30 De-obligation submitted
11/03/2008 Pending

2. Is the period of performance past (agreement has expired)? Show Comrments

;r-—-Non.é Selected:-- |

Close up of Checklist Tab showing Action Required list, comments, and Show/Hide buttons

6
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e When a different response is selected, the associated Action Required drop-down will be
displayed.
e Select the appropriate action from the drop-down.

e You can add comments to support any answer by clicking the Show Comments button.
Comments will get appended to a read only list upon Save of the checklist.

After completing the checklist, check the box preceding Checklist Complete.

e When the “Checklist Complete” box is checked, the “All required actions completed” box
will display. (If check in the first box is removed, the second box is cleared and hidden
again.)

e Check the “All required actions completed” box, if appropriate. This may be done on a later
edit, if necessary.

e Remember to save any edits or comments with the SAVE button.

[JChecklist Completed  [C]AIl required actions completed

8. Enter your determinations on the Open Obligation Determinations tab.
e Once you have completed the checklist, return to the Open Obligation Determinations tab to
enter the results of your review.

Open Obligation Determination | Transactions Checklist

Open Obligation Determination
Review Determinations
i Obligation was valid as of September 30, 2008
Estimate of completed services for which aceruals should have been recorded as of September 30, 2008

] Deobligation recommended

Estimated deobligation amount

when should the deobligation have occurred?: | — Mone Selected --- bt

[l peobligation complete MWD Dy
[ obligation is valid as of review date

Estimate of completed services for which accruals will be recorded before January 1, 2009

[l required Actions cannot be completed by December 30, 2008 as noted in Review Comments due to policy oF statuatory provisions
Open Obligation Determinations

e Check all boxes that are appropriate.

e |If “Obligation was valid as of September 30, 2008” enter the accrual amount as indicated.

e |f “Deobligation Recommended” estimate the amount and indicate when the deobligation
should have occurred.

o |f “Deobligation Complete,” enter the date. The confirmation of deobligations may occur
after determination is concurred.
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If “Obligation is valid as of review date,”

9. Enter review comments.

Enter review comments to clarify or support your determination.

Review Comments

1.4 Emploves - 11/08/2008

Sam

ple note 3 Enter Comment belove

Doe, John - 11/02/2008

Sam

ple note 2

1.A Employee - 11/01/2008

Sam

10. Ent

ple note 1

Review Comments

On Save, any comments you enter will be appended to the list on the left side. The most
recent comment appears first.

er certification.

For the open obligation review to be considered "Complete™ the obligation must be certified
as valid or recommend deobligation. ROOT allows flexibility for multiple reviewers to
concur with the determination. Users can select what role (program, administrative, or
financial) best fits their review responsibility. If a reviewer disagrees with recommendations
this should trigger further review and eventual concurrence.

Every open obligation determination must be certified after review.

Certifiers may be in the Program, Financial, or Administrative area.

In some cases, multiple certifications may be required.

If either a Role or a Concurrence is selected, they must both be selected.

Review Certification

Role: |~ SelectOne-—- % | Concurrence: | — Select One -— |

- Select One ---
Frogram

Admin

Financial

Review Certification

Roles reflect the area certifying the determinations.

Click Save when complete.

WARNING! If you edit the checklist or uncheck the “Checklist Complete” box on the Checklist
Complete page, the determination will require recertification.

If a certifier rejects the determination, the determination will return to “In Process” status.
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11. Review History.

The Review History documents edits and changes to the open obligation record. The status will become
certified when one of the users concurs with the determinations.

Review History

Status Role Date Time User Name Action Concurrence
In Process Program 11/01/2008 11:10 1.4 Employee In Process

Certified Program 11/02/2008 11:10 Doe, John Concur Concur
Checklist Complete Program 11/03/2008 11:10 1.4, Emplayes Checklist Cornplets

Review Certification

12. Generate Reports.
Reports are not yet available. Initially, three reports are planned.

Report #1: Status Report for States and Divisions
e This report will provide map and tabular views of progress made reviewing the open
obligations. It will include State/Division, Count of Open Obligation to be reviewed, Dollars
of Open Obligations, Status Percent by Category (Not started, In Process, Review
Completed, etc).
o It will also report Determination Percent by Category (Obligation is Valid, Recommend
Deobligation, etc) and Total Dollars being De-obligated.

Report #2: Report of Open Obligations

e This report provides a general listing of open obligations with Status of each document. (This
report is at the document level as shown in the first table of each page.)

Report #3: Open Obligation Determination and Review Checklist
e This report includes all sections for a single document, including the document summary,

detail transactions, summary determinations information, checklist and associated comments,
and review history (who certified what).
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